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Instructions for Budget

The line items set forth in the Budget are defined below.  Each line item must reflect the correct and
complete information based on these definitions.  For example, if travel costs are incurred in association
with a particular cost item, the travel portion of the cost should be broken out and reflected as travel rather
than included under the program function for which it was incurred.  The first page represents a summary
of the totals from the remaining pages. All budgeted funds are subject to departmental directives and the
instructions set forth herein.  For the budget items so designated, the Department’s prior written approval
must be obtained before the expense is actually incurred.

Heading

Contract Number         To be completed by DHR
 
Taxpayer ID         Federal Employer ID number

Agency         Official name of your organization

Address         Mailing address of business

Project Title         Name of project

Budget Period         October 1, 2004 through September 30, 2005

1. Personnel ITEMIZE separately each type position paid for in whole or in
part with departmental funds.  In addition, itemize each like
position with different annual salary amounts or different
percentages of time spent on the Department’s project. 

Attach an additional sheet if necessary (use the same column
headings).   

In the appropriate spaces, include for the personnel listed the
fringe benefits that are applicable to the Department’s project.

2. Subcontracts Itemize individually all contracts for major program services,
including, but not limited to, program administration.  Attach an
additional sheet if necessary and use the same column headings.
All subcontracts require the Department's prior written
approval.

DO NOT INCLUDE contract labor, maintenance agreements,
lease agreements or contracts with attorneys, Certified Public
Accountants used to conduct audits or other services for which
there is a specific budget line item.

3. Travel Include all travel-related costs regardless of the nature or purpose
of the travel, for example, air fares, car rentals, hotels, per diem,
mileage, etc., for travel incurred by staff and Board members.
These costs should be broken out within project coverage area; in-
state (out-of-project coverage area); and out-of-state.   

All out-of-state travel requires the Department’s prior written
approval.
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4. Space Basic Local Phone Service:  Includes, as applicable, the portions
of the phone bill which represent basic local phone service, local
toll calls, area dial and expanded area dial.

Long Distance:  Include, as applicable, the portions of the phone
bill which represent long distance calls and charges for 1-800
service.  Do NOT include local toll calls or calls made from cell
phones.

Rent/Lease:  Self explanatory.

Use Allowance:  To be used in the event any Board member,
officer, employee, volunteer or other representative of the
Applicant owns the building in which any portion of services are
provided.  (An FM-05 “USE ALLOWANCE – SPACE” form is
required.  Copies of this form are available from the Department
upon request.)

Utilities:  Include all utilities associated with power, gas and
water.  Do not include such costs as Cable TV, telephone or
Internet access.

Upkeep (buildings/grounds):  Include routine and scheduled
upkeep of the facilities and grounds that are NOT the responsibility
of the owner or lessor.

Minor Repairs:  Include only minor repairs that are NOT the
responsibility of the owner or lessor.  All repairs to facilities
require the Department’s prior written approval, regardless of
the cost of the repair.

Other (specify):  Items must not otherwise be the responsibility of
the property owner or lessor.  Itemize and be specific.

5. Supplies Office Supplies:  Include general office supplies.  Also, include
computer-related supplies, for example, floppy disks, etc.

Custodial Supplies:  Include only supplies related to
janitorial/custodial work, for example, cleaning supplies, mops,
brooms, dust pans, etc.

Other (specify):  Itemize, as applicable, and be specific.

6. Equipment Include all property items that do not meet the definition of
supplies.

Purchase:  Include all costs associated with the intended
procurement of property items needed to implement your proposed
quality enhancement project. The Department’s prior written
approval is required for all property items having a total unit
cost of $500 or greater, including the base price, taxes,
shipping, handling and any additional add-on cost.  The term
“unit” means collectively all requisite items which make a property
item fully complete and functional.  Property items comprised of
multiple components must be considered collectively when
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calculating the total unit cost.  For example, a fax machine may
cost $499 while the paper feeder attachment has a separate cost of
$25.  These items collectively would make up a single property
item (the paper feeder is considered a component of the fax
machine) with a unit cost of $524, plus taxes, shipping and
handling, etc.

Rental/Lease:  Include all costs associated with the rental or lease
of equipment.  Rental/Lease costs for a unit of property, as
described above that equal or exceed $500 require the
Department’s prior written approval.

Repairs:  Include all costs associated with repairs related to
equipment.  Repairs that equal or exceed $500 require the
Department’s prior written approval.

Maintenance Agreements:  Include all costs associated with
ongoing maintenance agreements related to equipment and other
property items.  Maintenance agreements that equal or exceed
$500 require the Department’s prior written approval.

Use Allowance:  Include any applicable usage cost allocable to the
program for property items owned by the Applicant and not
purchased in whole or in part with any federal or state funds.  (An
FM-06 “USE ALLOWANCE – EQUIPMENT” form is required
for all use allowances for equipment.  This form is available from
the Department upon request.)  Use allowance for any property
item that equals or exceeds $500 requires the Department’s
prior written approval.

Office Furniture:  Include all costs associated with desks, chairs,
file cabinets and other office furnishings.  Office furniture
requires the Department’s prior written approval for any item
with a total unit cost (as described for an equipment purchase)
of $500 or greater.

Office Furnishings:  Include all other property items, for example,
wall hangings, lamps, pictures, decorations, trash cans, etc.  Office
furnishings require the Department’s prior written approval
for any item with a total unit cost (as described for an
equipment purchase) of $500 or greater.

Other (specify):  Itemize, as applicable, and be specific.

7. Other Membership Dues:  Itemize and attach a separate listing of all
memberships in, and the associated dues paid to, professional
associations or organizations.  All memberships must be directly
related to the Applicant’s quality enhancement project. (Include
organizational dues only.  Individual dues are not allowed.)

Subscriptions:  Itemize and attach a separate listing of all
subscriptions to magazines, journals or other publications. All
subscriptions must be directly related to the Applicant’s quality
enhancement project.  (Include organizational subscriptions
only.  Individual subscriptions are not allowed.)
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A-133 Audit:  Include all costs associated with contracting with a
CPA firm to conduct the required annual A-133 audit.  This audit
is required only for Contractors who receive $300, 000 or more in
federal funds.

Liability Insurance:  Include only the premium costs for
insurance policies required under the contract with the Department.

Attorney (Legal) Fees:  Include all costs associated with the use
of attorneys.  (Specify whether the costs are based on an hourly
rate or a periodic retainer.)  An Attorney Log is required to be
maintained for all legal expenses incurred, as prescribed in the
Manual, and all such expenditures are subject to the
Department's discretion and approval.

Other (specify):  Include miscellaneous costs such as bank stop
payment fees, etc., but do not include any item for which a space is
otherwise provided.

On page 1, include the totals from pages 2-4.  In addition, include the following additional items:

8.     BUDGET TOTAL Enter the sum of lines 1 - 7.

In addition, in the space provided below BUDGET TOTAL, list the source and amount of all funds
received directly from a source other than the Department.


